
How to Write  Communication Plans



Learning 
Objectives

•Participants will be able to:

•Explain the importance of 
communication plans for 
ǎǳǇǇƻǊǘƛƴƎ ŀ ǇŜǊǎƻƴΩǎ 
communication. 

•Describe the key components of a 
communication plan.

•Demonstrate how to include 
information on communication 
contexts, tools, and technology in 
communication plans.



•Communication is the most fundamental of human 
capacities.

•The opportunity to communicate is a basic human 
right.

•Everybody has the potential to communicate.

•People need to be able to communicate to fulfill their 
social, educational, emotional, and vocational 
potential.

The Universal Declaration of Communication Rights

International Communication Project 2014



Access to 
communication is 
a basic right!

All people can communicate 
with the right support, 
opportunities, technology, 
and training.



What is a 
Communication 
Plan?

A communication plan:

•Describes the different ways a 
person communicates across 
various settings.

•Provides information for 
communication partners on how to 
ǎǳǇǇƻǊǘ ŀ ǇŜǊǎƻƴΩǎ ŎƻƳƳǳƴƛŎŀǘƛƻƴΦ

•Includesinformation about the 
use of equipment, aids and devices 
ǘƘŀǘ ŀǊŜ ǳǎŜŘ ŦƻǊ ŀ ǇŜǊǎƻƴΩǎ 
communication.



A Communication 
Plan Ensures That…

•Familiar partners will have the skills 
and knowledge to support a 
ǇŜǊǎƻƴΩǎ ŎƻƳƳǳƴƛŎŀǘƛƻƴΦ

•New partners will learn how a 
person communicates.

•New teams will get information 
about how a person communicates.

•Information about the way a 
person communicates is available 
for crisis situations.



In Summary…

•A communication plan contains current 
information about how a person 
communicates and what strategies 
communication partners can use to support 
ŀ ǇŜǊǎƻƴΩǎ ŎƻƳƳǳƴƛŎŀǘƛƻƴΦ

•A communication plan is a way to organize 
this information and will help to ensure a 
ǇŜǊǎƻƴΩǎ ŀŎŎŜǎǎ ǘƻ ŎƻƳƳǳƴƛŎŀǘƛƻƴΦ 



Who are 
communication 
plans for?

Communication Plans can be used for people 
who communicate in a variety of ways. Here are 
some examples:

•Do not speak and rely primarily on gestures, 
facial expressions, and body actions to 
communicate.

•Do not speak and use picture/word boards 
and/or electronic devices to communicate.

•Use sign language as their primary language 
and need an interpreter for interactions 
with people who do not sign.



Communication 
plans are also 
for people who:

•Can speak but in certain 
situations prefer to use a device 
to communicate. 

•Can speak but their speech is 
not clear enough to be 
understood by others.

•Have limited English and may 
need alternative forms of 
communication and translation 
services.



Key 
Components of 

a 
Communication 

Plan

How the 
person 

communicates

The ISA goal 
related to 

communication

The 
ƛƴŘƛǾƛŘǳŀƭΩǎ 

input

Support 
Strategies

A 
Communication 

Dictionary

Information 
on 

technology

Indications of 
approval and 
timeline for 
review and 

updates



Effective 
Communication 
Plans…

•Use person-centered language. 

•Use objective language and include 
all relevant facts .

•Use plain language that is accessible 
and understood by many people.

•Are descriptive, specific, and use 
many examples.

•Are clear and concise.

•Assume competence and assume the 
person can and wants to 
communicate.



Total Communication In Action
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Using photos to share about vacation

Using a communication board to choose a 
snack

Using typing to make a comment or share 
an opinion



Include different modes of 
communication



Technology Form



Essential Tech 
Information

Keep track of all log in
and password information

QSR Codes can be used as links
to videos or supplemental information

Instructions about proper mounting 
and device set up should be included

Specific information about
device page settings should be 
included.



Things to 
Include:

•Detailed description 
of the physical set-up 
that works best for 
the person and the 
tools that they need 
to use a device.

•Include photos or a 
video of the person 
communicating 
whenever possible. 



Communication 
Contexts 

•How will the communication plan look in 
different contexts or settings?  

•How will the person communicate in a 
restaurant, in the community, or at home?

•What instructions are needed to support the 
person to be as independent as possible in all 
contexts and across all settings?



Communication dictionary

•A communication dictionary is a document 
ǘƘŀǘ ŘŜǎŎǊƛōŜǎ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ 
communication/behavior, what that 
communication/behavior means, and how 
the individual/person supporting responds 
when the communication/behavior is used.

•CƻǊ ŜȄŀƳǇƭŜΣ ǿƘŜƴ [ǳŎȅ ǎŀȅǎ άǇƛƴƪέ ƛǘ 
ƳŜŀƴǎ ǎƘŜ ƛǎ ŀǎƪƛƴƎ ŦƻǊ ƘŜǊ άŘǊƛƴƪΦέ  ²ƘŜƴ 
[ǳŎȅ ǎŀȅǎ άǇƛƴƪέ ǿŜ ǎŀȅ άȅƻǳ ǿŀƴǘ ȅƻǳǊ 
ŘǊƛƴƪΚ  hƪŀȅΣ ƛǘΩǎ ƛƴ ǘƘŜ ŦǊƛŘƎŜέ ƻǊ ǿƘŀǘŜǾŜǊ 
is appropriate in the moment.



What the person does What it means What others should do

{ŀƭƭȅ ǎŀȅǎ άǇƛƴƪέ

Sally wants something to 
drink.

Offer her several choices 
from the refrigerator to 
choose from.

John says the words for an 
adventure movie.

He wants to talk with you 
about a movie he is interested 
in but his speech is not clear 
enough to understand the 
name of the movie.

Encourage John to type the 
name of the movie on his iPad 
and assist him in typing a 
message that tells you what he 
wants to say about the movie, 
ŜΦƎΦΣ άL ǿŀƴǘ ǘƻ ǎŜŜ ǘƘŜ ƳƻǾƛŜέ 
ƻǊ άL Ǝƻǘ ǘƘŜ 5±5 ŦƻǊ ǘƘŜ 
ƳƻǾƛŜέΦ

Linda moves herself in her 
wheelchair to the front door of 
her house.

She would like to go for a walk 
around her neighborhood.

Check to see when it will be 
possible to go with her and let 
her know when she will be able 
to go.



Let’s 
practice –
“JJ Saves 
the Day” 
video

Describe the different ways that JJ 
communicates.

What support strategies does his 
brother use to support his 
communication?

Describe the communication 
device he uses including how he 
accesses it and the set up of it.


